
Annual Faculty Activity Report 
June 1– May 31 

1   Teaching –Course information is loaded in the second half of each semester. Please let Terri Phipps know if 
you have any corrections. 
Other Courses Taught: Copy and paste pre-Sedona courses, those taught before Fall 2011, here. 
Teaching Activities: Informal teaching activities such as invited on-campus lectures. 

 
2  Research and Scholarship  

• Publications 
• Presentations 
• Performances and Exhibitions 
• Presented Papers, Panels, Posters, Lectures, Etc. 
 

3  Grant Activity 
4  Service 
5  Contributions to Diversity   
6  Other Information 
7  Needs 
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Sedona Systems – Faculty Activity Reporting 
https://sedonaweb.com/ 

 
Log in using the last seven digits of your P-Card number and “gc.”  The initial password is the same as your login.   
You will log in as a “Member.”  Example login and password: 0123456gc 

 
You can change your password here.    
 

 
 
You can navigate the site by using either the menu bar or by clicking Home and returning to this screen. 
 

 

https://sedonaweb.com/
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To learn more about the system, or if you need help, Sedona has flash tutorials built in. Just click the double arrows. 
 
 

 
 
Click on the appropriate area to enter data, in this case a journal article.  
 

 
 
You may or may not have articles already listed.  To add an article, click the Add button in the top right hand corner  
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and fill in the information.  Items marked with a red asterisk are required. Click Save when done. 
 

 
Research Type 

 
DBS: 

 
 
CTP: 

 
 

LPS: 

 
 
NIC: 
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If a journal you need is not listed, select “Journal is not in list.” The system will send an email to Terri Phipps, who will 
add it to the list. 
 

 
 
 
If an assistant enters your data, you will receive a copy of the email generated through the “Journal is not in list” 
petition.  Please verify the “Refereed” and “Review Type” entries, and email Terri Phipps with changes. 
 

 
 
Uploading documents 
Once your information is entered, you have the option of uploading files. These files could include materials such as a 
copy of the article, photos of art work, or audio recordings.  You can also attach syllabi to your course listings. Supported 
formats: pdf, doc, xls, ppt, gif, jpg, wav, mp3, xlsx, docx, pptx.  Maximum file size is 5MB.  To attach a file to a journal 
article, go to the Articles in Journals screen, and click on Manage. This will bring up a dialog box that allows you to 
choose your file. You are not required to upload files, but the option is there if you so choose. Multiple files can be 
uploaded to the same entry only if they have different extensions, for example, a pdf and an Excel file.  Uploading  
two files with the same extension, for instance two .doc files, will cause the second file to overwrite the first. 
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You can now associate an intellectual contribution with the grant that made it possible.  A new field, Associated 
Grant, has been added to the data entry screens for Articles, Proceedings, Books, Chapters, Presentations, and  
Creative Activities. 
 
Committee work: 
Service-Institutional: 

Enter information about all committee appointments (i.e. university committees, dissertation committees, college and 
department duties and assignments, etc.)  

 
A section for “Contributions to Diversity” has been added to the Service-Institutional module. 
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A “Needs” section has been added to the Miscellaneous module. 
 

 
Service: 
Book reviews are listed both under Professional Service and as a drop-down in the Articles in Journals menu.  
 

 
 
Articles in Journals: 

 

 
 
There are a number of report templates built into the system. Please note that the CV template will in most cases not 
look like your current CV, and while some formatting adjustments can be made, Sedona is not as robust as a word-
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processing program – nor is it meant to be.  You can maintain a separate version of your CV if you choose (instructions 
to upload to your record are below).  You are not required to use the built-in CV template.   

 
 

 
 
 
To upload your CV , select Other Activities Entry: Miscellaneous 
 

 
Click the Add button. 
 

 
Select CV Attached from the Type of Activity drop down menu. Add a Title, the Year, and Academic Year. 
 
 
 
 
 
 
 
 
 
 
Click Save 
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Upload your CV by clicking Manage. Supported formats: pdf, doc, xls, ppt, gif, jpg, wav, mp3, xlsx, docx, pptx.  Maximum 
file size is 5MB.  Multiple files can be uploaded to the same entry only if they have different extensions, for example, a 
pdf and an Excel file.  Uploading two files with the same extension, for instance two .doc files, will cause the second file 
to overwrite the first. You can have two files of the same type, for instance, Word, just save one in .doc format and the 
other in .docx. 
 
 
 
 
 
 
 
 
 
Click on Choose File, navigate to your file and click Upload. * Note that the name of your file is not displayed. * When 
you have finished uploading files to your report, click Close. 
 

 
 
A link to your file has been created.  
 
 
 
 
 
 
 
 
Salary Review Template 
Once the faculty member under review has entered information into Sedona, click on Salary Review template.  
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Then click on Word to download the file for editing. 

 
 
 
Open the Word file and do a Save As. Make sure the file type is Word. It may default to HTML, in which case any edits 
you make will likely be lost.  Note that each section has prompts for both the faculty member under review and for the 
reviewer. Once the faculty member under review has completed entering information, the file should be saved and 
forwarded to the reviewer.  The reviewer will add his/her comments and save the file. The completed document will be 
forwarded to the Dean’s Office with review materials. 
 
Optional:  The faculty member under review may upload a copy of the completed document to Sedona under the 
Miscellaneous menu.  Doing so is personal preference, not required. 
 
Profile 
It would be helpful to have your Profile information completed, particularly the Bio and Expertise sections. The Public 
tab allows you to control who can see your information. 
 

 
 
 


